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prepare information for the IMC-HCY information retrieval system. An

abstract must be prepared for each individual item acquired by the Cente

to fully utilize the Basic Indexing and Retrieval System (BIAS) 1
now bei

used. This booklet is the result of what has been learned to date in

preparing over 3500 abstracts of audio-visual materials, curriculum

materials, professional documents, educational equipment, and journal

literature. It also contains passages from the SEIMC Guidelines for

Abstracting and Indexing Professional Literature and Instructional

Other manuals are available: IMC-HCY Library Procedures Manua

Regional Information Centers: A Frontier
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Abstracting is the art of summarizing the contents of a written work. __-
cur purposes this includes selected audio. visual aids, curriculum material

professional documents, educational equipment and journal literature.

e-twoAl_timary purposes of our abstracts are to provide information thAt

deciding whether to examine the original item, and tjui

provide data for the computer programs to extract descriptive terms for air=

While there are many types of abstracts, TICA-3 1 a selective type of

interest to particular groups of the IMC's clientele.

Although the preparation of a good abstract demands abilities

can constitute excellent training for whatever field the student

plans to enter. For effective results it is highly desirable that the abstractOt____

adopt a uniform method of preparing abstracts. The following guidelines and '-

forms are designed to make the procedure concise and to encourage a writing

habit that is conducive to preparing quality abstracts.

Uniformity should extend even to the methods of indenting and the visual_,

break up of the material, since a solid page of typewritten material is less

inviting to read. Accepted rules about paragraph writing must be followed

especially those regarding coherence and unity. Generally, the first sentence:

states the topic and because it occupies this strategic position, it should be==_

1
Elias, Arthur, Editor. Technical Information Center Administration
Spartan Books, 1967.



as full and accurate a statement as possible of one of the 1o11owin4: (1) whitt_

the article says, (2) what the total subject and scope of the document is, os

(3) what the author's purpose is in writing the document.

fhe next paragraph describes the contents of the document, such as pertinent

subjects covered, research methods used and conclusions drawn. The abstraCtOt--

f reference materials as are available, including_

publisher catalogs, sales brochures, manufacturer's literature, manuals and,

the item itself. Care should be taken, however, not to quote directly from =any

literature, buLgrather to express the information in the abstractor's own wards,.

, ---Utelldmxn.gatnerxng information is the book jacket which sometimes gives a

Id:bent-account of the document The table of contents with a sentence otAlma---

About each major heading can help in furnishing the required balance for the-,

abstract. Also helpful are any summaries at the ends

conclusion. Check the beginning of each chapter or section for important

A final paragraph should be the author

It may be either the author's specific answers to the problem or his theoretice

and/or practical conclusions. The abstractor should always avoid using his=lawn

qualifying words, such and "thorough." It must be-

clear that any conclusions or implications stated are those of the author.

a background of professional knowledge and interest can be an asset to the

abstractor, it can also be a block to objectivity. It must be assumed that the

potential user of the system is in search of factual information, not the judgment

or professional opinion of the abstractor.



the relative proportions and importance of the material to be included'. _Correct=

word choice (see page 4) and sentence structure will help to make your meaning_

In general, the best procedure in preparing an abstract is to read Oft -7:

peruse the item briefly to get an impression of its content, and make approptiateL

notes. Then reorgaUzethese notes and write the abstract. A major pitfall:_:tb

be avoided is beginning-each paragraph or sentence with "This book," "Thy book"

are equally ineffective. Try inverting the sentence-toLa

for example, "Blindness is the major subject dealt with in this book," rattier

than "This book is about blindness " Try also "The subject

"A main concern...," "The primary focus..." The tables on page 4 furnish-
--

phrases and beginning words to help in this matter.

The abstractor should use -omplete sentences and present the material:_

briefly rather than in a.flowing literary style. Through the intellegentatMe

of transitional words and phrases, one can avoid writing a paragraph thataka

use words-it the abstract which are already in

If acronyms are used, the full wording represented should be written enkt-

the first time it appears; e.g., "American Educational Research Association:

(AERA). Letters in acronyms are not separated by periods, and an acronym 7_ __-

should not be given if the full name or title will appear only once in thef-



250 words, including the inforltatinillioa

g your thinking about writingFAtnre

asically Etsentially
Occur Transpire
Infer Imply=
Oral Nerbal
Capacity =Abaft
Degenerate = DeteriOrate
Apparent Evident
Presume Assume =

Avoid trite words and some of the overworked terms i

Implement Carry ou
UtiItte
Activate cgin
Inditate Show
Optimum Best
Vital Important
InVtatigate Study

Outline
Terminate End (sto )

Experience has indicates that Learie
In spite of the fact that Although
On the other hand
En thi event o
m themtsjority of instances Usuall
En amanner similar to L'

Is responsible for selecting Selects

haly-zes

Appitis fo
Argues
Attempts
:Calas attention
(;ices

Capares
Consider

Contains =Emphasizes Lists Seeks
Critiates :Es Outlinestimates Setsup
110ISkVith Examines Points out ShOliw

Portrayt-Explaihs States
-Gives
IffiOrindes -Recommends Susgests

Devises indicates Redefines Summarizes
'scusses Involves Reviews



USOE/MSU IMC-HCY ABSTRACT FORM
AUDIO-VISUAL

Audio-Visual Number *A-V
Obtain from Abstract Scheddie-Sheet

22 iterris -and manual

*CONTENT. -Sp-ec 9: instructions fc.ir preparing Audio-visual Absttacte:Otel

listed on the reverse side of this form

Attach all its and staple together in this

Abstract Fo
Abstract Text
Descriptor Form



Specific Instructions for Audio-Vi-ual Abstracts

Your abstract should contain the followyng7q=nformatior

the item including the size-,-= weight, color,_

use of knobs and/or dials. This should not be technical _innattmeffand need7---= =-

The general and specific uses of themttem including whICh

For additional information see page 33 of the SEIMC Guidelines for =_ °-

bstrccting and Indexing Professional Literature and Instructional Materka0A

Consult the Publishers File for the vendors brochures and literature=



USOE/MSU IMC-11CY

Representative Audio-Visual Abstract

entent. Six filmstrips, six 33 1/3 rpm synchronized records, and 10 loose-leaf t.-sit

booklets with 14 clear acetate laminated pages make up this kit. Also Included

is a teacher's manual containing instructions and a complete copy of the pupil'

test booklet.

This material, designed to develop auditory perception in kindergarten and

primary hearing impaired children, would also be useful with the neurologically

impaired. Use of auditory and visual association is stressed in this kit, which

presents gross noises and sounds associated with the circus, home, a bandccrateLt,

city, farm, and Christmas. The story content is presented twice in each,filMstZi

The teacher may use either the first version, in which captions duplicate the

record narration, the second version containing no captions for thos too

young read or for those distracted by printed matter. Six review frames at

the end of each version contain twelve selected sounds from the story, which

will be used later for testing purposes. Each two-page spread in the test booklet

has pictures for the twelve review sounds which duplicate the filmstrip pictures.

The pupils record their responses with a grease-base pencil or a crayon, which

can be wiped off. On each record the first band of side A contains the complete

filmstrii narration and sound effects. The 12 test sounds are presented in

different order on the second and third bands. If the teacher chooses, side

which contains one test sound per band, may be used for testing. On side B

there is a locked groove at the end of each band which prevents the record from

progressing to the next band unless moved by the teacher



_---- ---f--, ,--_,
E - YMGiiCY--ABS=T= =RAC_T_MSU

IFMIUMI_'iATER

PRI_ ALL INFORMAff,

129/69 1.1
ate CAA4rin UM-_ at:e , UM 1

OlAtinr from -t c t. S t e u= -ter
Obtain All Information tor Fields 1 -8 from the Shelflist Printout

-FIELD i *AUTHOR(S)
._Edktngton

Lasti-E-Name First

Last Name First

FIELD 2 *TITLE Curriculum Guide for Teachers of Slow Larnin

-..--FIELD 3 *PUBLISHER/SOURCE Cincinnati, Ohio Public Schools

FIELD / *COPYRIGHT 964 EDITION

if given

FIELD 5 *PAGINATION (if book ) or number o t items 3 4
._

r/ for

*PRICE (Lt other) $ 3.5

FLUD 6 3

FIELD 7 *CATEGORY

IELD 8 *HCY-IM

MELD 9 *CONTENT. Specific instructions for preparing Curriculum Material ALottacts
re listed on the reverse side of this Corm

,'IELD 10 *DESCRIPTORS, on separate sheet

175

&STRACTOR SIGN HERE TOTAL WORDS in bibliograp1=11-c da_tagsn4L

abstract. Y.AXIKCIM - 250 words. =---

ttetch all items and staple together in chid order

Abstract porn
Abstract Text
Descriptor rorr



the subject and /or content

Pay particular attention to type size and its suitability for partiall=y-_

For additional information se? pages 20-2i of the SETM( Guidelines fo7-

Abstracting and Indexing Professional Literature and Instructional Material

Consult the Publishers File for the vendors brochures and literature



(AirrickilUM

/4:aiembled =fcr _teachers of Educable Manta y_Re=tarded childr&t=t curriAlltnn

uidc establishe as

social development, by developing the

The guide is organized in terms of grade levels: primary, intermediate,

junior high, senior high. The curriculum for each level centers aroun

problems which the child must handle both in childhood and adulthood. These

subject areas were designated as citizenship, home and family, travel and

recreation, comm -lication, safety, food, clothing, health, and occupational

adequacy, for each subject area. The guide outlines the objectives, plan

presentation, content and suggested activities. It provides some preliminar

hints to the teacher and a brief description of the child, and concludes by

supplying lists of basic curriculum materiar§aad supplementary materials for



Document Numberka 1712

*AUTHOR(S) Ilg
Las tName_

=====FIELD 9 *CONTENT. Specific ins=tructions -tor preparing Document abstradU aTel_
listed on the reverse side of this form.

*DESCRIPTORS, on separate sheet.

Attach all items and staple together in



Specific Instructions cument Abstracts

-:----- PROFESSIONAL- -01(ab-s-t-r-a-o_ _sl.gned o -rprofess --on e sratio n _and_

--= =___-u-se-sh-outliQs_ -tare -ait_tended_zauidience,a):01-o=_-arens==c_o_ve_rne_ t e o> =i1= s_truiti-,ve

m-treitrwl_ ad --n-um- b_e-r-zo_f-----bib,-1,-,to-g_rep_h-r-_---_c_mor-_-_refe-- -ren-ce rtems, wsio_mewce-se-sv-

_-_;--cifitiotenr= -sermemtemindioTatexthe_tbooktsys-copel. However if there --a-r-e_
-- numer=-ous relat vely n-o-n-spe-oEift= tiTtiles-th-e---ab7sit=t-aitt-orstiniktdrndi--eate----6-e-o-OTeby

Is t-ing_-__Ahe to-nits-co-veed-.

CONEEREN_CE-PROGEEDINGS2 And---01_KER=. _LiTtITZETATJTHORDO_CUTIEN1-,abs_tTattiS=Sifektrd

=con La AlotrEng
of authors a_nd titles oindi_= v =i3ual pap =ers . Ii th =ere are t-oommari-

-=- list , broad-sub-jeet-are4sms_houtd-b7e --dis-c_e_rned- and the ma

NiBLIOGRAPHY abst_racitE, should contatiki ts inr=_u-ded-,(72)numb_erbif
citations_, 3) dates- o=f--7mat_e r ia 1 g_-_-(ft-a=r-ares'tliaWlAtit_st) (4)r ttypTeiswo=_f_I-tiat_etlaTal

( 5 ) p o telitirglEInsers a n tfortabitts-wate7itlatide-d-,
this khotild be noted_

RESEARCH DOCUMENT= abtitr,:ac ts should contain, (1) ob_k_ettlittes- a nd--hys_puitlitese-s,

( 2 ) number and cilte-tterieltizois of sub jests used, (3) tnOt=ht_=pgy, , e471)-:15filtidirigsi-

t y p dTs-WO:&=s-ita t iVtILIClIf-ILY:Sei8i and levels of confiden f i d-Linit=teTS1.-riit=e;_

and ( 5)-_-apeci fic --eon usrons , implications, or recommend-a-CI:6ns for furth-etz---
resear-c .

PROGRAM DESCRIPTIONS and ADMINISTRATIVE REPORT abstracts should contati-
1 -obAgc t p robram ti fi FoargempulAiirofam==onv =

pies o_speo-iFtlutea-ehere and other ..pie-personnel -d numbemo_ -asses
_tud_e_n_tsAJW:ir z1,-(,-)__--MeariSzoirmsuggesee:dEmeansxocamyrn-gwou ,11-e-ap-rogram

TncluAtn-gwanyso_rof=c_ommurftrtimp--n rti_dtpTatTO1-ffeintilliroirtWerfots,-__CA) -ne_Okal

ntethTASEVS-ed-------Atimtiveroon , and (55),-ro-Aitep_ro-Kve-s-s=o-_t_hTew_tiogvardiValth
expected_ diranes, in future p=lans, or, if the program has been cornine_tied_l, 1:=7

confusions or evaluations 61 the program's effctiveness.

SPEECHES, STATEMENTS OF OPINION, and DISCUSSIONS OF GENERAL ISSUES abszracts
should contain the main theme, the issues discussed=, a.. the author's point of
view.

For additional informati;n s_ee_pages 5-7 of the SEAMC Guidelines for
Abstracting and Indexing ProtiOtIAI Literature and Instructional Nateria1t-



Content. The specific concern

educative process. Regardless of chronological age, it is considered that a

child's performance needs to be at the 5-year-old level before he enters

kindergarten, therefore criteria of school entrance and correct grade placement

Part II proposes a developmental examination (using techritgbes developed At

the Gesell Institute and standardized on a population of New Haven school children

between 5 - 10 years) that takes about half an hour and allows for easy

spontaneity between child and examiner An interview is followed by paper and_

pencil tests, copy fo,--ms, incomplete man, right and left, and visual tests.

Appendices give details of tables and basic data regarding tdbjec

and group-di,Lterences, the Rorscharch test, and7samples of test record formA



USOE/MSU IMCmHeYkABSTRACT FORM

Equipment Number *E

btain from Abstract Schedule Shee

Specific instructions for preparing Equipment abstracts are=
listed on the reverse side of this form.

description. MAXIMUM - 250 words%

Attach all items and staple together in this order

Abstract Form
Abstract Text
Descriptor Form



Give a complete physical description including size, weight_,_

nd the use of any knobs and dials. This should not be

nd need not be extremely detailed. Educational or interest=__

content areas for which it is intended by the manufacturer-._

areas (if any) it was intended and pertinent grade levels

any prepared materials that come with the item, or whethet__

For additional intormatin see pages 29-30 of the SEIMC Guidelines for

=Abstracting and Indexing Professional Literature and Instructional Material

Consult the Publishers File for the vendors brochures and literature



n the Peabody Kit- for Level P are a man regu at sized__

atithitit! Uttal

visual cralifita,

made of)MC4,and soft plastic; and cloth P. Mooney___-__ _

r the zylpOlonaTPZ solii manikins (a boy and a glii)

life-si;,,ed-plastic fruits and vegetables; 45 platti4_

c shapes; 22 plastic covered magnetic strips; 10 (Z inch_-

33 1/3 rpm) recordings of songs and stories contents

overall oral language development and

involves reception using the three key sense modalities of sight, hearing, ttit4114

Disadvantaged urban and rural kindergattat

the Level P Kit and the maLdtiaL

be used_ -

with gifted and average 3 and 4 year olds, disadvantaged children in kindetlattan,

young school age educable retarded, pre-teen trainable retarded, primary classes

for emotionally disturbed and brain-damaged, in the beginning stages of spdadi

therapy, and can be modified for teaching English as a second language.



*CONTENT. Specific instructions for preparing Journal abstracts are
listed on the reverse side of this form.

125
TOTAL WORDS inobWIto=graphicdat=awori
abstract. MAXIMU 250 worda.

Bibliographic-Order Shee
Abstract Text
Descriptor Form



point rtif View.

PROGRAM DESCRIPTIONS and ADMINISTRATIVE REPORT abstracts should contain

(l) objectives of the program and identification of the target publication,

types of special teachers and other personnel and numbers of classes or stuAthtt

involved, (3) means or suggested means of carrying out the program, includirWarty

sort of community participation or 11-e=dto_

overcome problems, and (5) to date progress of the program with expected changes_ _-

evaluatiOns

CONFERENCE PROCEEDINGS and OTRER MULTIPLE AUTHOR DOCUMENT abstracts should

contain a statement of the subject and scope of the collection and a listing of

authors and titles of individual papers. Tf there are too many articles to lis-t

broad subject areas should be discerned and the articles described by grouns,::-

For additional information see pages 5-7 of the SFIMC Guidelines for

Abstracting and Indexing Professional Literature and Instructional Materia



stdrits1 backgroun- japetZre pregtrittlissioOL
=_J-=

and program components of institutions. The present is seen as a period -off ==

transition, with the ultimate aim that program development in the institution_

and in the community evolve in parallel fashion. Admission to an instituticinL_

Ls seen as a failure of the retarded person, of the family or of the community_._ -

The goal of the institution is the maximum growth of the individual, his:

independence and his return to the community. Residential treatment requirea:-

a well- trained staff and an environment which resembles community life rathezE:___-

atmosphere. It must incorporate a school program and treatment_ =__

programs such as psychiatry, neurology and other medical programs.

emphasis will encourage institutions of smaller population to be formed, as _

well as programs of extramural activities, or part -time and short -stay ___-

hospitalization, and formalized affiliations with other community resources



DISABIILITY AREA

CHRONIC- use for-health impaired, homebound, hospitalized
ORTHOPEDTCi:utemfa- crippled and cerebral palsied
lEARNINCJDISABBLITTES- use for Neurologically Impaired an
EMOTIONALLYODISTURBED
MALADJUSTED, We for
METED
ANDiCAP_-PED - use whe
MAJWOF REARING
DEAF

RETARDED - use when a
EDUCABLE
TRAINABEE

MUTE - use for mu
SPEECH IMPAIRED
Bum
PARTEALLY SEEING
DEAF BLIND
SLOW LEARNING

CURRICULAR AREA
CART

BUST SS

CRAMS
DAM LIVING SKILLS
DRAMATICS
DRIVER EDUCATION
ENGLISH
TOREIGNILANGUAGE
GAMES
OZOGRA

GRADEAEMEL
PRESCHOOL
ERIMARY
ELEMENTARY
JUNIOR HIGH
SECONDARY
num

both Trainable and Educable areas

4 6, use for Intermediate MR
7-9, use for Junior High MR
10-12, use for Secondary MR



P.,*ESC}i001., -)RIMARY, ELEMENTARY, JUNIOR, SECONDARY levels and/or by ADULTS

In the space above make a brier comment on the contents

;;_ALtor., S'iGN hERE


